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Registration Page

Infosmation Hast of Evenl Point of Contact

Premier Virtual Tutorial
You have been invited to participate in a e
Virtual Event. The host of the event has FIGRER py ety Wi
sent you a registration link for you to
register and build out your Organization’s

Booth.

Premier Virtual Tutorial Training Event Glen Bressalma
+13416400049
glen.bressalmogpremiervirtual com
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This guide will walk you through that
process as well as what the event will
look like on Event Day and some best
practices. We hope this guide will make
your set up easy and quick!
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Register as an
O rga N |Zat|0n Register as Organization

SIGM IN REGISTER AS DRGAMIZATION

On the Authentication screen:

TownCentreBarandGrill@grmall fom o ?,

Select Register as an
Organization.

Enter your Email, Create your
Password and Confirm
password.

| have read the Terms and Condilions

Select Terms and Conditions _
Lastly, Hit

and then select REGISTER. : REGISTER
Register




Next You Will Begin The Set-Up Wizard

A very important note prior to starting the Set-Up Wizard

If you are going through the steps and you do not have all the information readily available, you will
be able to add information to your booth after you complete the Wizard under MY ORGANIZATION.

The most important part is to complete all the way through the wizard and hit the “Complete
Registration” button in the final step.

You will then see “Registered To Event” under the Registration Page image.



Step 1

Basic Company
Information

Enter Organization Name and the
Owner of the account’s name and
press continue.

Owner of Acco
Name

unt’s

Organization Setup Wizand

Basgic Lo A

Please enter your Organization name and contact information

Towne Centre Bar & Gelll

TowmeCentreBarandGrill@gmail com

John

United States

i

Florida

Company Name &

Phone Number
+1 v

S61-280-00849

Ml

amith

Fort Lauderdale

33334

“m



Step 2
Adding Company
Logo

Click on the CHANGE button to go
to your files.

|deal image size is 500x250 but the
upload also allows you to zoom in
and out of your image.

Images must be .jpg, .jpeg or .png
file types.

Organization Setup Wizard

Please upload your enganization's logo

"R
GRILL BAR

[
My
&

Click Change to
Select Image

Organizations logo

For best results, upload an image that i 500 x 250 If & larger Image is uploaded, it will be downsized
appropriately while maintaining the aspect ratio, 0 not (o distor] the image. Smaller images are not
recommended

Cinly ieagee filkes of e jpg. Jpeg and .pog are alowed 107 placement in this lGCaton

e “



Step 2
Adding Company
Logo

Once the Image is in the box, click
UPLOAD IMAGE.

Click Upload then
press continue




Step 3
Adding About Us

This step will create a tab that will
be on your booth for candidates to

learn about your company and why
they would want to work for your
organization.

This is where you get to tell
candidates why it is so great to
work for your Company!

Organization Setup Wizard 5
Basic Loga Abaut Links Recruiters  Job Postings  Booth Setup Categories

Please enter a brief overview of your organization (HTML Box). This can be edited and changed later.

gl

."jl Foni ~  Size v Paragraph v B u I 5’ d : — E E

The Town Centre Bar & Grill is a nelghbarhood hot spot and is known for its Game Day Speclals! Wa have over 100 TV's for our
customars 10 walch their favorite teams white aating the mos! delicious foad! We have been apen and serving Town Cenltre since 20121

Our Employes's love the cubure we provide and the envirenment they get to work in. We have Full and Part-Time positions avallable
and ALL have healthcare optians! We strive for long term employees and are proud 1o say we have been Ranked Top Rastaurant to

work for 5 years straight!
Coma join our Team and fnd out Tor voursald] Add Com DaAN BIO

& PREVIOUS STEP

Press Continue




Step 4
Adding Links

Add your Website, Social Media
and Custom Links to your booth.

Custom links are a great area for
you to showcase links and videos
about your company.

Drganizateon Setup Wioand

Basic Liogo Aboaut Links= Hecrsiesrs SO Booih Setup alegoimes

Please add your webaite and any social media links you would like to appear in your booth.

TE N

EE https.fftowncentrebarandgrill. com

Add Website and

il Social Media Links

(3]

57

You can add custom links to your booth that will allow you to direct visitors to sites of your chaioe (Ex. Youtubse,
Jaobs, Company Cullure, alc)

Add Custom

Cur Culture ,_-:'f_:' hitps-itowncentrebarandgrill. comy Culture Links

Benafils = htlpsitowncentrebarandgrill cormyBenefits

Diversity {,{) https towncentfebarandgrill. comy Diversity

R “ m




Step 5
Adding Users
/Recruiters

Here you will be adding additional
recruiters, if you have them, setting
their credentials and setting their
permissions/roles.

Organization Setup Wizard

Basic Logo About Links Recrulters  Job Postings  Bootn Setup Categories

Would you like to add any additional Users? (You can add them later)

Organization Users

EMAIL HAME
TowneCentreBarandGrill@gmail.com Jahn Smith
JimiEtowncentrebarandgrill. com Jim Johnson

ADD NEW USER

 PREVIOUS STEP

ROLE
Administrator

Agminisirator

Click Add New User



Step 5
Adding
Users/Recruiters

3 User Roles
Administrator — Can do everything

Editor — Can make edits but not create
new users

Representative — View Only, Can
operate as a recruiter but can not make
edits

You will then need to set password or
press save, and an email will be sent to

user to set their own password.

Hew Recruiter

Firat Name*

Jim

Email Address *

Jim@TowneCentreBarandGrill.com

Set Role
Manually set password Set Password

++++++

£ e

Last Mame*

Johnson

Role

Representative

llllll



Step 6 Set Up Wizard

Adding Job Vacancies
(3 Step Process)

You may add as many jobs
as you need to. After each
job is entered it will bring
you back to job Vacancies in
case you have more to
enter.

Organization Setup Wizard

0—0—0—0—0—-0

Basic

Job Postings

MAME

Logo About Links Recruiters  Job Postings
LOCATION ACTIONS
Town Centre [# E]

soonen ososrv IR Click Here |

+ PREVIOUS STEP

- -
gdoatn selup

Categories




Step 6
Adding Job
Vacancies

Enter Job name, Location, # of
positions and Estimated Salary.

Job Title — Start typing your job title
and then select a title from the list

Unique Job Title — If the Job Title
does not match your exact Job Title
for the position, you can add the
true title in the Unique title space.
This is what will appear to the job
seeker.

The Estimated Salary is optional
and allows you to add test for
Bonuses, Tips and Commissions.

N Jok Pesiing

Inlarmation

Food Safety Specialist

B Unique JobTitle | Regional Food Guality and Safety Manager

Fort Lavderdale Flarida, US
Miami. Florida, US

West Palm Beach, Florida, US
Boca Reton, Florlda, LIS

L45,000 + Bonuzes

Press Continue

Enter Job Title, Unique Job Title,

Location(s), # of Positions
Available and Est. Salary




Step 6
Adding Job
Vacancies

Enter Job Description

@ 2
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Step 6
Adding Job
Vacancies

Review and Complete.

Once you press complete it will
take you back to Job Vacancies in
case you have more to enter, if not
press continue to move to Step /.
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Step /
Select Booth

Design and Avatar

Organization Setup Wizard

0—0—0—0—0—0—0

Basic Logo About Links Recruiters  Job Postings Booth Setup  Categories

To customize your booth click Edit Booth

Click Edit Booth
for Design Options

¢ PREVIOUS STEP




Choose Design from Drop
Down List Then Choose
Avatar or No Avatar

Step /
Select Booth

Design and Avatar

Press Confirm




Step 8
Select Categories

Not all events will have
categories.

In this step, if the event you are
attending has categories to
separate companies by, please
choose at least one. Please take
your time in choosing as this is
where your booth will show in the
event.

YOU WILL NOT BE REGISTERED IF
YOU DO NOT HIT THE COMPLETE
REGISTRATION BUTTON

Dagenization Setup Wizard

ooeoooo

Logo About Links Recruiters Job Postings

Sedect at least 1 category 10 participate in

[M=] 1§

HELP DESE & INFORMATION CENTER »

MORTHERN FLORIDA

HEALTHCARE -
FOOD SERYICE E HOSPITALITY =
RETAIL & SALES »
OTHER INDUSTRIES =

SOUTHERN FLORIDA

HEALTHCARE =
RETAIL & SALES =
OTHER INDUSTRIES ]

Press Complete

T Registration




Congratulations!!!
Registration

Completed

Dashboard > Registration Page > Organization

Premier Virtual Tutorial

Hosted by Premier Virtual

You are NOW
Registered!

GO TO BOOTH




» iy Dirganizakion

e
GRILL BAR
:l-m

]
A wiy
.e'_é._': Wy Presf ar

Gl B
i m fids

T

orl Ledderdale F i date
e
7 I

33334 + T 34T 2E00080

DATE RESHETERED

Making modifications or additions after the Set-Up Wizard

Under Settings on the left side of your screen go to the Organization

Tab. Here you can edit every aspect of your booth including general
information, adding recruiters and job vacancies, booth selection and
Booth Preview in the booths section.

Meet Our Team
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My Profile

Each recruiter/user will have their own profile. Click My Profile to
update your profile and add Quick Replies. In your profile you can add a

profile photo, military status and job title.
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Quick Replies

Each recruiter can add canned responses called quick replies. These are
very helpful during events and can be used for initial greetings, sharing
contact info or application websites, prequalifying questions and wrap
ups.
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My Schedule

My Schedule will provide you with a calendar to add your
availability and the meetings tab will help you keep track of
your meetings.

Note: Not every event utilizes the schedule feature
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My Schedule

My Schedule will provide you with a calendar to add your
availability and the meetings tab will help you keep track of
your meetings.

Note: Not every event utilizes the schedule feature
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My Schedule
Select the drop-down menus to view other users
of your booths availability and to change your

meeting duration.

Note: Not every event utilizes the schedule feature



Ongoing Event ee all events Check your availability x

We hope 1his tatariad will set you up for sucores far (he event you will be attendung

o) - v
' — UL E S O XL S As Event Scheduler is enabled, Attendees will be able to book a time with
- you, if you have set your availability in calendar.

. . . ! Event Live time:
Premier Virtual Tutorial/Training Event

May 02, 2023; 01:00 pm - 03:30 pm

Your availability times: _
a ':0."“2? PAER ® :-0:\‘1‘.: <023
Yeicatrn i May 02, 2023; 01:00 pm - 03:30 pm ’

UPDATE MY AVAILABILITY ACCESS BOOTH

/

My Schedule

Premier Virtual

When you click into Access Booth to enter the Note: Not every event utilizes the schedule feature
event, you will be notified if the scheduler is

enabled. This pop up will give you the ability to
view the availability you have entered or to add
your availability if you have not done so.
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My Schedule

While in the event you will have the ability to
update your calendar if you need to make

changes.

Note: Not every event utilizes the schedule feature
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@ . et Al Thar’ _a for attending the Premier Virtual Tutorial
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Send a Message

RECI"U ite r BOOth TO u r The Registered tab will allow you to view all the registered

attendee profiles and the opportunity to invite them to your

Once in your recruiter booth, this is where you will remain for _ :
booth. ( not all events will have this feature)

the duration of the event. You will see visitors enterin the

visitor column. You can click on the attendee’s name, and this The Submitted Resumes tab allows you to view all attendees
allowyou to text chat withyourvisitor. that have submitted their resumes to your jobs.
The blue Active button will list all current visitors in your booth, The Schedule tab will list all your scheduled interviews for

when you click on the active button, this then turns to Show All,

which shows you all the visitors that have come to your booth. the day and allow you to join them




Video, Attendee
Profile View and
Settings

Each recruiter will have access to
video chat. There will be an option
for one-on-one video or video
conference.

If you click on the person icon, this
will take you into the attendee’s
profile.

The gear wheel will allow you to
add additional Quick Reply
Messages from your booth.

MY CHATS

O

[ Chats

JAck Jobseexer
Jack Jobseeker
James Smith
James Jobseeker
Gilen TeamPV

Jack Jobseeker

SHOW ALL

internal chat

Jack Jobseeer Ck
Video Chat &

Jan 28, 2022

Thank you for visiting our booth. Any

questions for us?
1234 pm

Are you willing to do a video chat?
1238 pen

Hello | will be with you in just a few

minutes. Thank you for your patience!
12274 pm

Are you willing to do a video chat?
1218 pen

SELECT PRESET MESSAGE A




Presentation

Video Conference

Select group call or presentation.

Group — Everyone has audio/ video
Presentation — Only recruiters have audio / video



Presentation

Video Conference

Group video allows multiple attendees and users of
the organizations to participate in group video. All
users can see each other, text chat, and share
screen.



Video Conference

Select when the group call will take place.



Satect totlerends alard and el daten

Video Conference

When you select to schedule a group call for the
future, you can only choose times you have
provided in your schedule.

Be sure to set your availability in your schedule
before each event.



Video Conference

Select users of your booth to be presenters in your
group call if you'd like, it is not mandatory, then
select Next.




Frnd Badersiah

bt Brraniimed

Video Conference

Select attendees to join then click start.




Live video active

3 Toggle Video
Microphone

n Camera
Group chat

@ Leave conference



B 8 B 2 = |

THE EASIEST WAY TO HOST VIRTUAL
CAREER FAIRS AND ONLINE HIRING
EVENTS

) Toggle video
Microphone

Group chat

@ Leave conference

E View joined attendees
Add participants




S notine atiss

m e Select All or Active
Email to Users IOgg@d off Send amall 13 wiktos wh e logged out
Add Messaging

Booth Broadcast Messaging

* All Booth Visitors will send to every visitor that came to your booth during the event. Also
gives ability to send via email to any attendee that has logged off.

* Active Booth Visitors will send to only visitors currently in your booth
* Limits only 1 message every 5 minutes



Glen Bressalmo

Switch account

Dashboard

My Profile

Help Center

Logout

Select Booth

Single Email associated with Multiple Accounts

Recruiters can now be added to multiple booths using
the same email address

Recruiters Email and Password will remain the same
for each booth

Top Right Corner — allows you to switch accounts

Select which account you want to access

Each account the email is associated with will have its
own profile and quick replies.



After Event
Analytics & Reports

After the event, go to your dashboard
and click MANAGE EVENT.

Here you will find:

Reports
Live Dashboard
Attendee List
Video Recordings




After Event
Reports

After the event, go to your
dashboard and
click MANAGE EVENT.

Here you will find a tab for your
reports.

We offer 3 reports to companies,

Visitor Log, Chat Log and Resumes.

Click on the report and then click
generate.

Gien Breszaimo

JENLU

[ Dashbaard

o attendees

‘IJ:'IF Events

& Training
ETTINGS

] My Drganizatian

{5} My Profie

wshboard » Evenis List » Event

DETAILS ATTEMDEES

REPDRT TYPE
Select which report types you wish o

generate

® Visiors

() Chate

() Resumes

BENERATE REPORT

{2 TOREG. PAGE {Ty ACCESEBOOTH

REPORTS

GENERATED REPORTS

TYPL LATE AETION @

Get started by selecting a report you wish to
generate



Recruiter Best Practices
Tips to help you have a successful event

Review
Finalize Booth

Prepare Team

Quick Replies

Internal Chat
Review Attendee Profile

Be Patient

® Review training videos in the training tab of your dashboard to ensure you are ready
for your event.

e Finalize and review your booth and job vacancies

* Prepare your recruiters and team with any training videos and team plans for the
event. Sign in early and remain in your booth during the event

e Add and use your Quick Reply Messages

e Utilize your Internal Chat to talk with your team during the event.

» Take time to review the candidate's profile by clicking on the person icon at the top
of your chat box. Take a minute to disposition your candidate once you are done
speaking with them

e If a candidate does not respond right away, remember they are reading your
companies Bio and Job Vacancies. Be patient as it may take them time to respond.

e Utilize your reports found in the Manage Event for follow up with your potential
candidates.
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Top Virtual
Career Fair Software

D001 S T
SelectSoftware
Reviews

Have a GREAT Event and
Good Luck from The
Premier Virtual Team!!!




